Imaging by Person

Note: In order to add images, an assignment to the case/provider is not needed. However,
additional security is needed for the Imaging Search page.

If you have an assignment to the case:

1. From the desktop, go up to Create > Case Work or click the Case Work hot button
This will open the Create Case Work page.

2. On the Create Case Work page, select the appropriate category from the Imaging drop-down
for the type of imaging document you would like to upload. *

3. Select the Case and the Case Participant that the image is for. If the image is for multiple
participants, select your participants by holding the control (ctrl) button while clicking on the
participant’s name.

4. Click on the Create button. This will open the Imaging page.
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5. On the Imaging page, enter the Date of Document and an Effective To date, if applicable.

‘€ Imaging - Windows Internet Explorer El

c WiSACWIS

Case Details
Case: Carrot, Carol (9222743) Worker: Frank Fox

Image Details

Date of Document: |1‘-'1'-I’12-I'2ﬂ11 Effective To: IEI'EI'J'EI'EI'IEI'EI'EI'EI' Participants:

Carrot, Carol (Refernce Perzon)

Category: Legal Document Carrat, Casey (Bio Child)
Type: Temporary Physical Custody Order - Carrot, Colton (Present Spouse)
File Mame:

|| Browse. .. |

Comments: I

Last Updated By:

b Eligibility Werification

sove

Done ?l'. Local intranet | Protected Mode: Off fy v HI00% -

6. Select the type of document from the Type drop-down. Each category has a different list of
types. If your document is not listed, select the ‘Other’ option. For example, ‘Other-Court
Order’ or ‘Other-Participant Document.’

7. If you have not already done so, select the participant you would like the document attached
to. Again, you can multi-select participants by holding the control (ctrl) button while clicking
on the name, if applicable.

8. To attach a previously scanned document, select the Browse button. This will open the
Choose File to Upload pop-up.
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9. Select the scanned file from the appropriate location/folder. Once the file is selected, click
the Open button.

Choose File to Upload
Laok in: | (& Desktop =~ Q7 = E

473front. jpeq

] i A WIS Phone List doc
= FYTC pdf

B providers. s

E]Shu:urtcut ko Program Team
Euatot.xs

<

>
File name: |4?Bfrnnt.ipeg ﬂ
Files of type: | &0l Files [*.%] ~| Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg,
rtf, doc, docx, xls, xIsx, tiff, tif, and pdf and cannot exceed 10 MB.
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10. Prior to saving the page, you can view the document by selecting the View hyperlink next to
the File Name.

i

‘€ Imaging - Windows Internet Explorer El@
cWIiSACWIS print (& SpelCheck (., Help (P
Case Details
Case: Carrot, Carol (9222743) Worker: Frank Fox
Image Details

Date of Document: |1‘-'1'-I’12-I'2ﬂ11 Effective To: IEI'EI'J'EI'EI'IEI'EI'EI'EI' Participants:

Carrot, Carol (Refernce Perzon)

Category: Legal Document Carrot, Casey (Bio Child)
Type: Temporary Physical Custody Order - Carrot, Colton (Present Spouse)
File Name: TPC_Carrot.pdf View
I Browse... |
Comments:
I -
Last Updated By: Delete

b Eligibility Werification

Done Gﬁ. Local intranet | Protected Mode: Off dg v HI100% -

11. Enter any comments in the Comments field.

12. When all required fields have been completed, click Save.

13. At this point, you can delete the document if you added it to the wrong case by clicking the
Delete button. If you added the document to the wrong person in this case, update the

Participants box with the correct person.

14. You can also create new images for this case by selecting the Create button and following
steps 5-11.
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If you do not have an assignment to the case:

1. From the desktop, click Utilities > Imaging Search. This will open the Imaging Search page.
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2. On the Imaging Search page, select Person in the Search by drop-down. This will open the
Case Search page.

Note: Please see the Imaging Case and Imaging Provider User Guides to search by Case or
Provider.

Print (& Spell Check |

Search Criteria
Start Date: IDQ.'EBED'IG End Date: IDBEB.‘ZDH

Search by: + Mame:

Category: Type:

Person

Search

Hold down the "Ctrl' key for multi-zelection

Results
Done ﬁ. Local intranet | Protected Mode: Off fa * HI100% - L
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3. On the Person Search page, enter the Last Name and First Name or Person ID to conduct
your search and click Search. In the Persons Returned group box, select the radio button next
to the correct person and click the Continue button.

spellcheck (-~ Help (P

Print ri

cWiSACWIS

Search Criteria
Last Mame: |Carmt

First Mame: I Person ID: I

Persons Returned
¢ 4 Carrot, Carol (9225879 )

& 4 Carrot, Casey ( 9225881)
[ i\ Carrot, Chris { 800068 )
" 4 Carrot, Colton { 9225880 )

Med High
Record 1 to 4 of 4

Female 02121878 Caucasian
Female 02/04/2006 Caucasian

WMale

Male MM1M877  Caucasian

SSH: I DOB: ID[UEI[H[ID[ID Gender: -
Strest: | | City: - | ZPP Code: |
" Incl AKA  Search Precision: Q Sort By: Alpha
1 I 1 I
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4. This will bring you back to the Imaging Search page. The page will now display all
documents for the person for all cases the person is attached to. The results will display all
documents from the past year, unless the Start Date and End Date have been updated. To add
a document, select the Category and Type of document. Click Create.

€ Imaging Search - Windows Internet Explorer

cWiSACWIS Print (& Spell Check
Search Criteria
Search by Person - MName: Carrot, Casey (9225881) Person Search Start Date: Imm End Date: Im
Category: Type:

Hold down the "CtrT key for muli-selection m

Results
Category a Type Participant Date File Mame

Temporary Physical .
odh ' TPC Carrotf.pdf Edit
Legal Document Cust Order Carrot, Casey 0s/zar201 TPC Carrot.pdf Edit

Legal Document CHIPS Petition Carrot, Casey 09212011 bpl.bmp Edit

Close

€& Local intranet | Protected Mode: Off g v H1w0% v

Record 1 to 2 of 2

Done
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5. On the Imaging page, select the Case for the participant. The list of cases will identify
whether the case is currently open or closed. Enter the Date of Document (and an Effective
To date, if applicable).

€ Imaging -- Webpage Dialog =

cWiSACWIS print [ SpelCheck -/ Hep (2
Participant Details
Mame: Carrot, Casey [5225881) Worker: Frank Fox
Case: -

MG Carrct, Carol (9222743) CPS Family - Initial Az=ezsment (opened)

Date of Document: Iﬂﬂm}ﬂ

Category: MedicallMental Health

Type: Dental Record -

File Mame:

Comments: N

Last Updated By: Delete

6. To attach a previously scanned document, select the Browse button. This will open the
Choose File to Upload pop-up.
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7. Select the scanned file from the appropriate location/folder. Once the file is selected, click

the Open button.

Choose File to Upload

:'_-}datal:uase.ini
#JDCF &% Batch Test

dental records.brp

Look in: | [} Desktop j D i B -
[Chtemplates removing header-Footer T; DesktopPrint, pdf
T & ewisacwis
502 To be Posted o | eWISACWIS Anywhere
) Builds
il cLIczon4

File name: ||:Iental records. brp

2
| E

Files of type: |.-'-‘-.II Files [*.7]

j Cancel |

Note: Files must contain the following extensions in order to be attached: bmp, jpg, jpeg,

rtf, doc, docx, xls, xIsx, tiff, tif, and pdf and cannot exceed 10 MB.
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8.

Prior to saving the Imaging page, you can view the document by selecting the View
hyperlink next to the File Name.

e

&  Imaging -- Webpage Dialog

WiSACWIS

Participant Details
Mame: Carrot, Casey (9225381) Worker: Frank Fox

Caze: Carrot, Carol (3222743) CPS Family - Initial Assessment (opened) -

Image Details
Date of Document: |1 1032010
Category: MedicallMental Health
Type: Dental Record -
File Name: bp1.bmp Wiew
Browse... |
Comments:

Last Updated By:
o

10.

11.

12.

13.

Enter any comments in the Comments field.

When all required fields have been completed, click Save.

At this point, if you added this document to the wrong case for this participant, update the
Case drop-down. If, for any other reason this document is incorrect, click the Delete button to

remove the image.

You can also create new images for this case by selecting the Create button and following
steps 5-10.

Click Close. This will return you to the Imaging Search page.
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14. The Imaging Search page will display all documents for the Category and Type you selected,
based on the Start Date and End Date (the default is the past year). To view the image for a
particular result, click on the blue hyperlink in the File Name column to access the scanned
document directly, or click the Edit hyperlink to access the associated Imaging page.

{2 Imaging Search

cWiSACWIS

Search Criteria

Search by: Mame: Carrot, Casey (9228497) Perzen Search Start Date: |11J‘I}EJ'2EI-D‘3 End Date: |11/08/2010

Category: Type:
Background Check ”~ Birth Record, Delivery Info, Newborn Rpt
Education [ Correspondence
ICWA Dental Record
Independent Living — Immunization
Legal Document Other - MedicalMental Health
MedicalMental Health v Private Insurance Information

Hold dowen the "CirT key for multi-selection

Results

Category & Type Participant Date File Name

WMedicalMental Heatth Dental Record Carrot, Casey 11/0342010 dental records. bmp Edit

Done E1 o Trusted sites Fy v m00% v
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15. You can also view the documents that you have just added on your desktop or the Search
page. Expand the icon in which the document is attached to. You will see the Images icon

with the number of images for that category of document listed. Expand the Images icon to
retrieve the document you are looking for.

/7~ eWiSACWIS - Windows Internet Explorer

cWiSACWIS
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